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Grammar provides the structure to the string of 

words that form sentences. Grammatical errors 

interfere with the message, distract the reader, 

and reflect poorly on the writer. In this half-day 

class, we’ll focus on the following skills: 

 Identifying subject-verb agreement (patterns) 

 Understanding pronoun agreement with its 

antecedent 

 Using verb tenses correctly 

 Keeping related words together to prevent 

ambiguity 

 Making the right choice between confusing 

words like the following: affect or effect, com-

prise or compose, insure, ensure, or assure  

 Recognizing when to violate “two stodgy” 

rules of grammar to make your point clearly 

 Knowing when and how to use abbreviations 

and acronyms in business writing 

 Correcting run-on sentences  

 Avoiding capitalization mistakes 

 Recognizing hypercorrections 
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